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Purpose of This Guide 

The Individual Development Plan (IDP) is a key ele- 
ment in every Office of Personnel Management 
(OPM)-approved agency executive development 
program for Senior Executive Service- (SES) candi- 
dates. The highly talented individuals selected for 
SES candidate development programs have proven 
ability, but varied experience. A standardized pro- 
gram will not meet all of their development needs. 
Rather, each candidate should have a program tai- 
lored to individual strengths, weaknesses and ca- 
reer objectives. This Guide is designed to assist 
candidates in preparing their IDPs. 

The process for preparing a written IDP is of 
proven value in identifying developmental experi- 
ences which benefit both the candidate and the 
agency. The process has evolved from the collec- 
tive executive and management development expe- 
rience of private business and government. It pro- 
vides the flexibility necessary to prepare future 
executives for the increasingly complex manage- 
ment environment accompanying technological 
growth and the challenge of accelerated change. 

The SES candidate IDP covers the period of the 
formal executive development program. However, 
a new plan may be created at any point in a per- 
son’s career to: 

• take stock of accomplishments 

• set objectives for strengthening and 
broadening experience 

• increase competencies 


The IDP process should be a valuable experience 
for SES candidates because it is an opportunity to: 

• plan a developmental program compatible 
with Agency needs that also concentrates 
on an individual’s total development re- 
quirements 

• design a program which simulates the 
pressures, requirements, skills and expec- 
tations placed on senior executive man- 
agers 

• acquire a breadth and depth of develop- 
ment experience not usually possible in 
the absence of a formal program 

• permit SES candidates, through develop- 
mental assignments, to manage in what is 
essentially a self-testing, experiential and 
learning environment 

Preparation of the Plan calls for data gathering 
and consultation with various individuals — the 
supervisor, senior advisor, executive development 
coordinator, agency Personnel and Training staffs. 
Executive Resources Board (ERB) members and 
ERB support staffs, as well as candidate peers and 
possibly selected SES members who can serve as 
role models. Many of these individuals will have 
support and advisory roles in developing, approv- 
ing, monitoring and implementing the IDP. This 
booklet provides guidance on what to seek from 
these contacts at appropriate points. 
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In advance of preparing the first IDP draft, it will 
be useful for candidates to familiarize themselves 
with the following OPM-prepared reference mate- 
rials; and to share them with their supervisors, 
senior advisors and others, as appropriate: 

• Developing Executive and Management 
Talent: A Guide to 0PM Coiu'ses, Fellow- 
ships and Developmental Assignments 
(XD-3] 

• FY (current) Schedule of 0PM Courses 
for Executives & Managers (XD-3A) 

• The Relationship Between an SES Candi- 
date and a Senior Advisor/Mentor (XD-8) 

• On Board: A Guide for Executive Re- 
sources Board Members (XD-9) 

• Developmental Assignments: A Guide for 
SES Candidates (XD-13) 

• A Guide to Executive Qualifications (XD- 
14) DRAFT 

• Senior Executive Service and Mid Man- 
ager fob Profiles (March 1981), U.S. 
OPM, Office of Executive and Manage- 
ment Development, Research Team 

• Senior Executive Service Competencies: 
A Superior Manager’s Model (July 1981) 
U.S. OPM, Office of Executive and Man- 
agement Development, Research Team 

These documents should be available through 
agency ERB support staff or executive develop- 
ment coordinators. 


Executive Activity Areas and 
Competencies 

Every job has identifiable competencies — skills, 
knowledge and requirements to exercise judgment. 
Many studies have been conducted to identify com- 
petencies characteristic of government executives. 
OPM, in support of its responsibilities to define 
competencies required for entry into the SES, has 
synthesized six Executive Activity Areas from con- 
temporary executive competency research data. 
They are: 


1. Integration of Internal and External 
Program/Policy Issues 

2. Organizational Representation and Liai- 
son 

3. Direction and Guidance of Programs, Proj- 
ects or Policy Development 

4. Acquisition and Administration of Finan- 
cial and Material Resources 

5. Utilization of Human Resources 

6. Analysis and Review of Implementation 
and Results 


Demonstrated competence in the Executive Activity 
Areas is the basis for the Executive Resources 
Board decision to recommend the Qualifications 
Review Board certify the candidate’s executive 
qualifications for initial career appointment to the 
SES. 

The Executive Activity Areas are the linchpin in 
the SES candidate IDP process. They serve as the 
framework for organizing competencies identified 
as generally present in govemnent executive work, 
regardless of the organizational, occupational or 
hierarchial location. These activities also are 
present in mid-level managerial work; but the em- 
phasis, scope, perspective and level of contacts is 
different. In general, as one rises in the manage- 
rial hierarchy, issues addressed become more di- 
verse, complex and broader in scope. Interper- 
sonal contacts change in type and relative 
importance. Greater emphasis is placed on long 
term planning and evaluating the impact of pro- 
grams and policies. 

SES candidate programs focus on the transition to 
an executive role. A proper understanding of how 
executive work differs from mid-level managerial 
work will help candidates to plan appropriate de- 
velopmental experiences in preparation for the 
changes which will be encountered. The program 
is an opportunity to strengthen and broaden com- 
petence in all Executive Activity Areas, building 
on past experience. 

Appendix A provides definitions for each Execu- 
tive Activity Area and illustrates the changes in 
competency emphasis from the mid-management to 
the executive level. For detailed discussion of cur- 
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rent research on the commonalities in executive 
work and similarities/differences between SES and 
middle management positions see; Senior Executive 
Service and Mid Managers* Job Profiles (March 
1901) and Senior Executive Service Competencies: 
A Superior Managers Model (July 1981)» both com- 
piled from research conducted by the Office of Ex- 
ecutive and Management Development research 
team. 


Technical/Professional Competencies 

Substantive knowledge of programs is important in 
executive work. SES members are expected to 
keep up-to-date with technical and professional de- 
velopments and with state of the art knowledge re- 
quired to assess the technical feasibility of pro- 
gram outcomes. 

Functional or program expertise at the SES level, 
however, is used largely in conjunction with such 
management processes as planning, monitoring 
and evaluating. There is less involvement with 
day-to-day operations or performing technical/ 
professional work. Furthermore, at the SES level 
[here may be involvement with several technical/ 
professional programmatic functions, whereas at 
the mid-management level the focus may be on a 
single function or program. 

Each agency specifies the technical/professional 
competency and specific programmatic experience 
required for its SES positions. Most candidates al- 
ready possess these skills and specialized knowl- 
edge. Occasionally, however, a candidate may 
want to expand competence in technical/ 
professional areas because of agency special 
needs or the broader content of its executive level 
positions. In such instances, candidate develop- 
mental activities usually would be planned to pro- 
vide exposure to the technical/professional areas 
within the context of an executive function. For 
example, a candidate desiring to broaden and up- 
date professional/technical knowledge might seek a 
developmental assignment involving long range 
planning in a new or emerging area of his or her 
professional field. 


Basic Planning 

The format of the IDP which candidates construct 
and submit to Executive Resources Boards for ap- 
proval will vary from agency to agency. However, 
a basic pattern of information-gathering, analysis 
and decision-making should precede the construc- 
tion of the IDE This booklet provides a Worksheet, 
Appendix C, for documenting each key step. An il- 
lustrative IDP Form, Appendix D, and a model IDP 
Revision Form also are provided to record final de- 
velopmental decisions and progress. These docu- 
ments collectively provide space for recording all 
information which candidates will require to de- 
velop, submit for approvals, implement and com- 
plete the IDE 

The Worksheet is designed to help the candidate 
collect and analyze information needed to com- 
plete the IDP Form. The Worksheet also can be at- 
tached to the IDP Form as back-up documentation 
to illustrate statements made on the Form. Senior 
advisors and ERB support staff can advise candi- 
dates on whether the Worksheet should be at- 
tached to the IDP Form when it is submitted to the 
ERB. 

Candidates may find a scratch pad useful for jot- 
ting down first impression responses before re- 
cording them on the Worksheet after reflection 
and editing. Worksheet space limitations, dictated 
by layout and printing considerations, may necessi- 
tate attaching additional pages for candidate re- 
sponses, This is a certainty in the early IDP draft- 
ing stages and these notes should be retained by 
the candidate for use later to refresh the memory 
in the event an approved IDP requires updating 
and revision. 

Candidates probably will find it advisable to photo 
copy the Worksheet to provide maximum flexibility 
for erasures, revisions and editing, Also, the fin- 
ished Worksheet is likely to become a part of the 
formal IDP package submitted to the ERB for ap- 
proval and it should be legible, 

The Worksheet and the Guide are complementary. 
In addition to assisting candidates in their IDP re- 
search, the Worksheet is designed to illustrate this 
booklet*s text, Reference to the Worksheet will be 
italicized in brackets, i.e. [WS Column 3]. 
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The Worksheet provides space fori 

• noting general career objectives [WS Line 
BJ 

• identifying target SES position(s) [WS Line 
C] 

• listing the Executive Activity Area and 
other competencies for the target SES 
position(s) [WS Column IJ 

• evaluating required competencies for the 
target position(s) [WS Columns 2 and 3] 

• assessing the candidate’s experience 
against the target position(8) competencies 
[WS Column 4] 

• specifying developmental objectives [WS 
Column 5} 

• selecting the type of developmental activ- 
ity appropriate for meeting developmental 
objectives [WS Column 6] 

• identifying alternative developmental ac- 
tivities to meet developmental objectives 
(WS Column 7] 

• noting length, dhtes and cost estimates of 
possible developmental activities [WS 
Column 8) 

• choosing activities to be included in the 
final IDP [WS Column 9] 


The illustrative IDP Form complements the Work- 
sheet. It provides a summary of final decisions 
reached via the vyorksheet process, n record of 
necessary approvals and space for tracking prog- 
ress in completing planned activities. 

Specifically the IDP Form documenls: 

• target position(s] 

• developmental objectives 

• developmental activities 

® scheduled dates and cost oslinuilos for 
planned activities 

• necessary approvals 

• periodic progress reviews and Plan revi- 
sions 

• completion of Plan activities 

• evaluation of Plan aclivitios 

• certification of successful complolion of 
activities 


Privacy Act Statement 

The required Privacy Act Staloinont, Appondix B, 
has been prepared for use by all agencies and is 
to be provided to all SES Candida los asked to com- 
plete the Worksheet, the IDP Form and IDP Revi- 
sion Form. The statement has been wrilton for use 
whether the Social Security Numbor of the individ- 
ual is requested or not. 
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Career Objectives 

The starting point in IDP planning is for candi- 
dates to consider their career goals — short-term 
and long-term — over the next five years. In gen- 
eral, candidates should think about their strengths 
and weaknesses; the areas of work they like best 
and do best; and the type of position they prefer. 
From this reflection candidates should set general 
career objectives. Information from assessment 
centers and self-assessment instruments also may 
provide insight for setting career objectives [WS 
Line B}. 


Target Positions 

The next step is to identify a target SES position 
or positions. Target positions are SES positions in 
the agency for which a candidate would be quali- 
fied and would like to be considered after complet- 
ing the development program. They should fit with 
a candidate's longer term career objectives. The 
purpose of identifying a target SES position(s) is to 
insure the candidate focuses developmental activi- 
ties on the actual responsibilities of the desired 
senior executive position(s). 

The candidate’s supervisor or senior advisor can 
provide needed information and insight for identi- 
fying possible target jobs. The candidate also 
should seek the following basic information from 
the Agency Personnel Office or Executive Re- 
sources Board support staff as a basis for identify- 
ing a target position(s) and, subsequently the re- 
quired competencies: 


• general information about organizational 
changes which might take place; which 
may be reflected in legislative initiatives, 
new programs, shifts in existing pro- 
grams, budget trends and reorganization 
proposals 

• the biennial projection of SES vacancies, 
or information as to types of SES posi- 
tions for which the candidate should pre- 
pare 

• if an agency has completed an analysis of 
its executive positions, the general areas 
of competency identified as important for 
agency SES positions 

• the job descriptions for potential target 
positions 

• the specific qualifications standards es- 
tablished for possible target positions 

• the performance appraisal standards 
against which SES incumbents are meas- 
ured in the targeted positions 

It also may be helpful to reflect on the careers 
and traits of the most successful executives in an 
agency to identify what it is that makes these indi- 
viduals superior performers. The Office of Execu- 
tive and Management Development Research 
Team's Senior Executive Service Competencies; A 
Superior Managers Model (July 1981) is a useful 
reference. 

After review and reflection, the candidate should 
decide on a target position(s) [WS Line C], 
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Executive Competencies for Position(s) 

Having identified the target position(s), the candi- 
date should proceed to analyze the executive com- 
petencies characteristic of the position(s) in the 
context of the six Executive Activity Areas. It will 
be useful to review position qualification require- 
ments, job descriptions and position performance 
appraisal standards. 

Competencies, as discussed earlier, fall into two 
general categories: executive/managerial and 
technical/professional. The higher priority, of 
course, is to consider the actual job content of the 
target positionjs] in the context of the six Execu- 
tive Activity Areas. General competency in these 
Areas will be the focal point of the candidate de- 
velopment program. 


Illustrative executive competencies for each Execu- 
tive Activity Area are listed on the IDP Worksheet. 
While the illustrative competencies generally are 
present in most government executive positions 
the list is not all-inclusive. It should be tailored 
and built upon to reflect the individual candidate’s 
projected executive responsibilities. 


Candidates should modify the illustrative list of 
competency elements [W'S Column 1} as necessary, 
striking or amending those which do not appear 
applicable to the target positionjs) and adding 
others which are relevant. However, none of the 
executive activity areas should be modified or 
omitted. Competencies should be framed, whenever 
possible, m terms of specific Executive Activities 
which an incumbent must perform in the target 
SES position s). rather than underlying abstract 
personal qualities and skiUs that enable the execu- 
t ve to perform specified activities [WS Column ll 
ha qualifications and skills may 

’'I specifying developmental objec- 
tives for particular competencies [WS Column 5 ]. 


Technical/Professional Competencies 

evaluating the competencies 
position(s] is to consider any 
special technical/professional competencies re^ 

Sfed ff ^ process is not 

oriented to fine tuning professional or technical 

competencies. Realistically, however chanfiTno 
an?I? or imminent technological chfnge 

and the broader scope of SES work Ly makTit 

clude^nlofM ^8‘anoes for candidates to in- 
m the IDR The candidate should check 


with the senior advisor and executive devolopnienl 
coordinator on the desirability of planning to up- 
grade technical/professional competencies. NoodocI 
technical/professional competencies should ho 
listed as an addendum to the Executive Activity 
Areas competencies [WS Column [j. 


Evaluating Required Competencies 

In any given job, the relative importance of compe- 
tencies will vary from required or essential to de- 
sired, but not essential for the incumbent to per- 
form successfully. Information gathered previously 
in the process of selecting a target posilion(s) 
should be helpful in identifying the relative impor- 
tance of each competency. First, each roc|uirod 
competency should be checked fWS Calutvn 2j, 
Each of these competencies then should bs ovolii- 
ated on a scale of (1) High Importance to {3] Low 
Importance and the evaluation should be recorded 
on the Worksheet [WS Column 3], The w eigh I 
given each competency will be used later as a 
yardstick for candidate self-assessment and to es- 
tablish development objectives. Before proceeding 
further, candidates should discuss the list of com- 
petencies and ratings with their senior advisor 
and executive development coordinator, modifying 
the list as needed, 


Assessment of Candidate’s Present 
Competency 

By following earlier directions, the candidate 
should have matched the competency elements in 
the SIX Activity Areas to the SES target position(s) 

for ^ f profile of significant competencies 
for the targeted position(s), including special 
technical/professional competencies unique to 
tas ,obs The „exl ob|eclive is lo weigh the can" 

eompetieiar® "'“‘‘"eeses ogalnal the 

08^8081!*^“.°' Strengths and weak- 

shouW f H process. The candidate 

the ffiP ^ “tis Pltstso ef 

houid rn^tTif- “ ""■'•‘sl'set, the aandldata 

”^aioh his or her experience against the 

as “Required” 

date to; ^ ' requires the candi- 

rate the extent to which each "Required" 
competency has been acquired as Full 
Partial or Limited ’ 
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® ex pi ain how the competency was ac- 
quired; noting the position, assignment or 
other experience and dates 

The candidate should move quickly through the 
designated competencies and make incisive, snap- 
value judgments against recollected past educa- 
tion, training, work experience and social experi- 
ence. These first impressions should be followed 
by careful, candid and critical analytical review 
before they are entered on the Worksheet [WS 
Column 4]. 

Factors to be weighed in deciding the extent to 
which a competency has been acquired include 
consideration of such agency environment factors 
as: program retrenchment or expansion, technolog- 
ical change and exacerbated Executive, Legislative 
and Judicial Branch agency relationships. Changes 
of this nature which have occurred since the can- 
didate's most recent experience in the competency 
area might indicate a developmental work need. 

In addition, the differences which occur in activi- 
ties as a candidate moves from a managerial to an 
executive role should be considered. Anticipated 
changes in focus may warrant an evaluation that 
a particular competency has not been fully ac- 
quired. despite lower level experience in that ac- 
tivity. Further development of such a competency 
might be desirable. 

In the follow up review, the candidate may find it 
useful to write at length to explain and illustrate 
how individual competencies were mastered, using 
specific illustrations to bring into better perspec- 


tive the skills acquired through experience. Fur- 
ther editing and review of these recollections will 
likely result in revising some initial judgments, 
This exercise also should prepare the candidate to 
explain or even defend the assessments to the sen- 
ior advisor, supervisor and executive development 
coordinator. 

Candor is critical in this process. Assessment of 
individual deficiencies and competencies that re- 
quire strengthening will be the framework for 
building a realistic development Plan. While basi- 
cally a self-assessment exercise, candidates may 
want to consult their senior advisor and executive 
development coordinator on the availability of in- 
stitutional assessment aids to supplement their 
judgment, Review of performance appraisals also 
may be helpful. 

It will be useful for candidates to seek the views 
of their supervisor and senior advisor after initial 
self-assessment. Their assessments may differ from 
the candidate’s on various competency judgments 

— which doesn’t mean their views are more accu- 
rate. They simply can provide an added dimension 

— second and third opinions — for assessment de- 
cisions. 

The final assessment comments entered on the 
Worksheet [WS Column 4] should be Illustrative, 
but concise. Worksheet space limitations may re- 
quire attaching supplementary pages to the Work- 
sheet to explain how and when competency experi- 
ence was acquired. This will be particularly true 
if two or more illustrations are used to substanti- 
ate assessment judgments for a given competency. 


376-’90'f 0-62-2 
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Setting Developmental Objectives 

Establishing developmental objectives is the prel- 
ude to charting a schedule of planned developmen- 
tal activities, Setting these objectives will reQuire 
the candidate to make decisions on judgments re- 
corded on the Worksheet to date [WS Coiumns i, 
2, 3 and 4j. To facilitate decision-making, candi- 
dates may wish at this point to color code earlier 
entries. 

For example, circle with a blue pencil; 

• all "Required” competencies [WS Column 


* all competencies rated “1" or “2” in im- 
portance [WS Column 3} 

• all competency assessments rated ac- 
quired in “Full" [WS Column 4] 

Circle with a red pencil; 

• all competency assessments rated “Lim- 
ited” or "Partial" [WS Column 4] 

* all “Required” competencies rated "3" or 
"Low” in importance “3” in [WS Column 
3] 


This approach should provide the candidate a vis- 
ual profile of the most important “Required” tar- 
get position competencies circled in blue [WS 
Column 2], vis a vis the candidate’s identified 
weaknesses circled in red [WS Column 4J. At a 
glance it should be obvious that matching blue 
markings in all columns indicate these competen- 
cies are not first priority developmental objectives. 

SimUarly, “Required” competencies marked in red 
[WS Column 2] as being of “Low" importance for 
the target positions should not be the basis ini- 
tially for developmental objectives if the assess- 
ment entry /M/S Column 4] is circled in blue to in- 
dicate acquired in “Full.” 

However, where blue markings [WS Columns 2, 3] 
are contrasted by red markings [WS Column 4] — 
these competencies should be selected as primary 
developmental objectives. 

Some target position competencies circled in red 
to indicate "Low" importance [WS Column 3] will 
be matched by candidate assessments [WS Column 
4] circled in red showing the candidate’s compe- 
tence is rated “Limited" or "Partial.” These will 
be secondary developmental objectives. 

The candidate should review next all initial judg- 
ments [WS Columns 2, 3 and 4], attempting to iso- 
late specific knowledge, skills and personal quali- 
ties which should be acquired to strengthen and 
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sharpen competencies. Reference to notes made 
earlier in the assessment process also may be use- 
ful. 

The identified knowledge, skills and personal qual- 
ities, as well as other areas of weakness isolated 
in the assessment process, should be incorporated 
into specific developmental objectives that address 
particular competencies. The objectives should not 
simply paraphrase the identified competencies. 
They should be stated so as to: 

• define specific knowledge, skill, ability or 
personal quality that is to be acquired or 
strengthened 

• specify the level and quality of develop- 
ment to be achieved 

• state how and under what contemplated 
conditions the knowledge, skill or ability 
is to be used 

After refinement and editing, the candidate should 
record the Developmental Objectives on the Work- 
sheet [WS Column 5], 

This process will enable the candidate to define 
the results he or she hopes to achieve from devel- 
opment. It will also provide a basis for selecting 
developmental activities and, on completion, for 
evaluating their effectiveness. 




Developmental Constraints 


Deciding on development activities to be under- 
taken for acquiring, upgrading, or polishing skills 
can be the most exciting and important aspect of 
the IDP process, short of successfully completing 
the Plan and obtaining Qualifications Review 
Board certification. It is also the most challenging 
phase because there are important constraints 
which the candidate must consider when selecting 
developmental activities. 

The first constraint is scheduling. The candidate 
must establish and maintain a development sched- 
ule that is compatible with the supervisor's opera- 
tional responsibilities. The supervisor should be 
asked to provide the candidate at the outset of IDP 
planning with a rough projection of time periods 
when it would be least disruptive to the organiza- 
tion for the candidate to be away from the job for 
developmental activities. This information will pro- 
vide the candidate a variety of options for schedul- 
ing developmental activities, including two or more 
developmental work assignments lasting from one 
to three months. 


There is an understandable temptation for th 
most cooperative supervisor to be reluctant I 
commit time away from the job for candidate d( 
velopmental activities. The supervisor, howeve 
should make every effort to accommodate reasoi 
able candidate developmental proposals. 

One inanagement approach which supervisors ma 
wish to consider is a unit-wide strategy of simults 
neously devising development plans for all staf 
members. The objective is to cLft separate iidi 


vidual plans that mesh and create a master dev6l- 
opment plan or schedule for the entire work unit. 
This approach has the advantage of providing 
back-up assistance to minimize work disruptions 
while the candidate is away as well as creating 
developmental opportunities for other employees in 
the unit. 

The second constraint facing the candidate is 
funding. The candidate must devise a plan which 
gains maximum benefits for the lowest dollar cost 
and within reasonable time limits. A ceiling es ti- 
mate on funds available for developmental activi- 
ties should be obtained from the executive devel- 
opment coordinator for planning purposes. 

Thus, while it is the candidate's responsibility to 
devise a plan for achieving developmental objec- 
tives, the final product must relate to the total 
needs and operational realities of the work area. 
The SES candidate must balance desired breadth 
and depth of development with the agency’s most 
immediate and compelling priorities. 


Developmental Activity Alternatives 

There are basically three approaches for acquir- 
ing or strengthening competencies: 

developmental work assignments, includ- 
ing details to other positions or a special 
set of duties for several months; special 
project participation within an agency or 
between agencies: assignments with pro- 
lessional private sector organizations; or 
special activities which create an identifi- 
able product or result 
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0 formal training, including courses and 
seminars 

• accountable independent study 

All three approaches should be considered in plan- 
ning developmental activities. Each has advantages 
and disadvantages in terms of accomplishing par- 
ticular objectives. Scheduling and budget con- 
straints, too, are likely to motivate candidates to 
incorporate the three approaches in their plans. 
These alternatives are summarized in the accom- 
panying boxes on Pages 11-14. Candidates should 
review developmental objectives [WS Column 5] 
and decide which alternative or combination of ap- 
proaches is most appropriate for meeting separate 
or even multiple objectives. The approach selected 
for each objective should be noted on the Work- 
sheet [WS Column 6]. 


Selecting Developmental Activities 

Matching developmental objectives [WS Column 5] 
with the most feasible developmental activities for 
upgrading and sharpening executive competencies 
is a winnowing process. 

As a first step, the candidate should record on the 
Worksheet [WS Column 7] the various scheduled 
activities which the agency has planned for its 
SES candidates. Planned agency activities will 
vary, but usually include such events as an orien- 
tation program, seminars with key agency execu- 
tives, attendance at an 0PM Executive Develop- 
ment Seminar and other similar activities. 
Candidates should contact their executive develop- 
ment coordinator for guidance on matching group 
activities to developmental objectives. 


ACCOUNTABLE INDEPENDENT STUDY 


A planned, disciplined independent study program 
is a low-cost approach for effectively sharpening, 
•upgrading or acquiring a variety of competencies 
with minimum disruption of the candidate’s normal 
work schedule. It also can supplement formal 
training or developmental work assignments. 

Independent study is most appropriate for acquir- 
ing specific knowledge in a new area, updating 
professional or technical background, or studying 
and analyzing a special aspect of an agency's pro- 
gram which may be of interest to the candidate 
and the agency. 

The first step is to establish realistic study objec- 
tives. The counsel of the senior advisor and indi- 
viduals with special professional expertise can be 
helpful in suggesting attainable objectives and 
reading materials for accomplishing developmental 
goals. Professional organizations also may be of 
assistance in suggesting reading materials. Some 
of these groups may have guided independent 
study texts and workbooks that can be purchased 


or borrowed. Government agency and public li- 
braries are excellent resources, too. For some ob- 
jectives, the best sources may include agency files. 

Periodically the candidate should confer with the 
senior advisor and perhaps an individual having 
professional expertise in the study area being pur- 
sued. These conferences should provide the candi- 
date opportunities to discuss issues, questions and 
other points associated with independent study 
readings. The sessions also may result in revising 
the reading curriculum to better meet the candi- 
date’s developmental needs. 

In advance of discussion sessions, the candidate 
should take notes during reading periods and pre- 
pare short summaries with conclusions reached 
from reading book chapters or articles. These 
notes will be useful at the conclusion of the read- 
ing phase of accountable independent study when 
the candidate should prepare a written report or 
paper stating conclusions reached from indepen- 
dent study. This report should become a part of 
the completed IDE 
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The second step calls for Ihe candidate to review 
each objective. Then consider possible options for 
a Developmental Work Assignment, Training or In- 
dependent Study to accomplish the objectives [WS 
Column 7]. 

For example, if an objective is to acquire sufficient 
knowledge of the budget process to insure the like- 
lihood that budget submissions will be approved at 
both the agency and Office of Management and 


Budget (0MB) levels, then a developmental assign- 
ment might be a worthwhile approach. Develop- 
mental assignment options might be: 

• assist in budget preparation in Iho 
agency’s headquarters budget office and 
attend review meetings at 0MB 

« assist an 0MB budget examiner in re- 
viewing the budgets of other agencia.s 


DEVELOPMENTAL WORK ASSIGNMENTS 

The heart of the IDP is the developmental assign- 
ment. It provides the prospective executive an op- 
portunity to learn by doing, to manage in a new 
environment where the newness can exaggerate 
the challenges and responsibilities of executive 
decision-making and managing. 

An assignment may also provide opportunities to 
study the style, attitudes, values and personalities 
of key executives. It can be an opportunity to build 
personal rapport with the staff in a new organiza- 
tional setting. And, it can enable the candidate to 
gain specific program knowledge or new skills. 

Assignments might include “shadowing” a key ex- 
ecutive; sitting-in or acting for an executive on 
leave; serving as a special assistant; heading a 
task force or special project; or working in a new 
field to acquire needed experience. 

The length of a developmental work assignment 
can vary. Typically, candidates should strive for 
three assignments, with at least one lasting two to 
three months. 

At least one assignment to another agency is ad- 
vantageous because the magnitude of the work en- 
vironment shift should be more conducive to learn- 
ing — everything and everyone will be new. 
Change or newness, of course, doesn’t necessarily 
mean better — but the opportunity to observe on 
the job how other agencies function or malfunction 
and their approaches to problems can provide an 
added and useful dimension to the learning experi- 


It should be noted, large agencies with diverse 
missions and programs can provide a range of 
challenging developmental assignments for thoir 
candidates. Similarly, within most agencies n de- 
velopmental assignment from a field location to 
headquarters — or vice versa — could be a posi- 
tive cultural shock in itself, bringing about im- 
proved program and organizational offectivenoss 
from an on-the-job appreciation of the pressures, 
constraints and problems facing the nebulous 
“them” in the field or at headquarters. 

A meaningful developmental assignment gano rally 
is not easy to secure. First, the understanding und 
cooperation of the candidate’s supervisor is re- 
quired to minimize interruption of work flow dur- 
ing periods the candidate is not available to per- 
form regularly assigned responsibilities. 

Second, provision must be made for selecting a 
competent substitute and allocating time to train 
the replacement. The substitute can be a promis- 
ing junior staff member within a unit who has 
earned the opportunity to demonstrate advance- 
ment potential or another SES candidate seeking a 
developmental work experience assignment as part 
of an IDE 

It is essential the candidate have identified objec- 
tives which he or she hopes to fulfill from the de- 
velopmental work assignment. These objectives 
should be isolated in the IDP process through col- 
laboration with the senior advisor and the supervi- 
sor. 
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When options for Developmental Work Assign- 
ments, Training or Independent Study are outlined, 
it may become clear a different approach would 
be better, or that a particular option could incor- 
porate several objectives. Emphasis should be 
given to addressing the more important competen- 
cies (blue markings) in which the candidate’s com- 
petency is “partial” or “minimaT’ (red markings). 
Secondary objectives then should be incorporated. 


if possible. This analysis should produce a draft 
set of activities. The estimated cost should be cal- 
culated; a rough projection should he made of the 
hours required to complete each developmental op- 
tion; and tentative and feasible dates should be re- 
corded on the Worksheet [WS Column 8]. 

When this task is completed the candidate should 
review, rework, consolidate and determine the lim- 


Finding a host organization to provide the opportu- 
nity for a meaningful developmental assignment 
generally will be the most difficult challenge. The 
candidate should seek guidance and suggestions 
from his or her senior advisor, supervisor, execu- 
tive development coordinator and personnel pro- 
fessionals. Their professional and social contacts 
throughout the Federal government, other govern- 
mental entities and private industry should be uti- 
lized to identify possible assignments. It also may 
be useful to exchange ideas with other candidates 
within an agency or by collaborating with candi- 
dates from outside agencies through the good of- 
fices of the professional organization SCAN (Senior 
Executive Service Candidate Network). This con- 
sultation should be done early in the IDP planning 
process because of the lead time required to iden- 
tify a potential host and to plan for an orderly 
transition for all concerned. A resume which in- 
cludes the candidate’s objectives also will be use- 
ful in the search process. 

Another challenge facing candidates in identifying 
and securing a developmental work assignment is 
to make certain the prospective host agency super- 
visor understands the candidate's developmental 
objectives. It also must be understood by the can- 
didate that planning a developmental work assign- 
ment is a negotiating process. What the candidate 
desires and what is feasible may fall short of a 
perfect match — and the candidate must be pre- 
pared to adapt preferred developmental work as- 
signment goals to reality. 

The prospective host supervisor must clearly un- 
derstand that while it is fair to utilize construc- 


tively the talents and special skills of a candidate 
for meeting host agency needs, the candidate must 
not be looked upon solely as an extra worker to 
expedite work flow. There must be a trade-off; the 
candidate is provided an opportunity to sharpen or 
upgrade skills in a given competency or competen- 
cies, while the host agency benefits from the spe- 
cialized expertise and intellectual capacity of a 
highly talented and resourceful individual. 

It is recommended that the candidate and the su- 
pervisor at the host agency put in writing the du- 
ties the candidate will be expected to perform dur- 
ing the developmental assignment, how 
performance will be appraised, the dates for the 
assignment and the developmental goals which the 
candidate hopes to achieve. 

At the conclusion of a developmental, work assign- 
ment, the candidate should be prepared to submit 
a written report that includes statements of pre- 
assignment developmental objectives, expectations, 
and an evaluation of the experience against these 
criteria. Obviously, if the assignment does not meet 
planned objectives, the candidate and his or her 
advisor must devise supplementary approaches. 
Equally true, any shortcomings of a developmental 
work experience should be apparent before the as- 
signment is completed — and in some cases it may 
be desirable to consider terminating or modifying 
the assignment, if it can be accomplished grace- 
fully. 

For further guidance on developmental work as- 
signments see OPM’s booklet Developmental As- 
signments: A Guide for SES Candidates (XD-13). 
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ited nimber of actual activities which can realisti- 
cally be incorporated into the candidate develop- 
ment program. The options should be judged 
against a number of criteria, including: 

How well does it fit into the candidate’s 
schedule? 


• Is required money available for tuition 
travel and per diem? 

What priority does the objective ad- 
dressed have in relation to other objec- 
tives? 


• What is the likelihood a desired assign- 
ment can actually be negotiated? 

• Would it be personally satisfying? 

• Could a lesser commitment of time and 
resources meet the objective? 

• Is the activity sufficent to provide mean- 
ingful development to meet the objective? 

• To what extent would it contribute to the 
candidate's long-term career objective? 


• Can it be combined with other activities 
so that several objectives can be met by a 
single assignment or formal training exae- 
rience? 


Final decisions should be recorded on the Work- 
sheet by checking [WS Column 9] the activities fi- 
nally selected for inclusion in the IDE 


FOBMAL TRAINING 

Formal training can be a very effective approach 
for candidates to acquire or sharpen given compe- 
tencies, particularly within a tight time frame. 

ns approach is especially appropriate when the 
candidate seeks knowledge In a specific area, as 
contrasted to development of a skill. It can pro- 
vide. too. creative opportunities - when carefully 
planned - to simultaneously strengthen an indi- 
vi^dual m several compatible competencies. And its 
effectiveness can be further enhanced when dove- 
tailed to a developmental work experience where 
he candidate has the opportunity to practice in a 
work situation the knowledge gained in a struc- 
tured learning environment. 

Candidates should seek guidance from a variety of 
sources to decide which — if any — course offer- 
ings or seminars they should attend. The logical 
starting point in gathering information required to 
make informed judgments on the quality and cost/ 
time of formal training is to consult the agency ex- 
ecutive development coordinator or training per- 
sonnel - after first becoming acquainted with 
various information sources on course offerings 
Executive and Management 
Talent {XD-3), FY (current) Schedule of 0PM 


Courses for Executives & Managers (XD-3A) and 
similar reference materials or catalogues. 

The candidate should determine the cost and the 
length of various formal training options, compar- 
mg alternatives to determine which offerings best 
meet developmental objectives and if possible gain 
an evaluation of a given course from individuals 
who have actually completed the training. The 
dates and course locations, as well as tuition, 
Travel and per diem expenses 
re significent factors and the candidate will be 
working against a tight development budget. 

One approach in gathering facts on training is to 
mact the sponsoring organization and candidly 
spell out training needs, following through with 
questions designed to elicit information required to 
make soimd judgments on the reasonable likelihood 
01 matching needs with course offerings. 

Another source of good information on training op- 
portunities should be other candidates, both within 
and outside the agency. Attending a meeting of 
benior Executive Candidate Network (SCAN) also 
can provide an opportunity for candidates to ex- 
change information on developmental training with 
peers, 
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Preparing the IDP Form 

Once candidates have reviewed and consolidated 
their tentative activities, they should have a feasi- 
ble selection of developmental activities to meet 
developmental objectives. The objectives as finally 
specified should be transferred to the IDP Form, 
together with the developmental activities selected, 
their dates and the costs. Candidates should then 
consult with supervisors and senior advisors, nego- 
tiating and modifying the Plan to accommodate 
their suggestions. 

The IDP as negotiated should be signed by the su- 
pervisor, senior advisor, the candidate and the ex- 
ecutive development coordinator and submitted to 
the Executive Resources Board (ERB) for final re- 
view and approval. While it is likely the ERB will 
approve the IDP as submitted, it is not a certainty. 
The agency’s most senior executives may suggest 
further modifications to the IDP before giving ap- 
proval. 


Implementation 

Implementation is the final phase of the IDP 
process. It is the payoff for the long hours of anal- 
ysis, weighing options, negotiating and decision 
making which went into the IDE 

Executive Resources Board (ERB) endorsement of 
the IDP signifies the candidate has funding and 
time commitments from the agency to proceed to 
implement the full developmental Plan. Equally im- 
portant, the IDP represents a commitment by the 


candidate to make the good faith effort required to 
complete the Individual Development Plan as ap- 
proved. 

The candidate must be proactive in working with 
the executive development coordinator to complete 
necessary arrangements for all activities. These 
will include: 

• scheduling 

• funding 

• travel arrangements 

• negotiating details of developmental as- 
signments 

• arranging with the supervisor to cover 
the candidate’s regular responsibilities 
during periods of absence 

• working out performance appraisal and 
other evaluation processes 

• scheduling regular meetings with the sen- 
ior advisor, and regular progress reviews 

• defining what formal reports will be ex- 
pected 

• resolving other matters concerning the 
IDP 

Unexpected events can require IDP changes. It 
may be necessary for the candidate to devise de- 
velopmental substitutes. All substantive revisions 
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normally must be approved by the supervisor, sen- 

executive development coordinator 
and the Executive Resources Board. 

The implementation process requires ongoing col- 
laboration between the candidate and the senior 
advisor. The senior advisor’s role is to help the 
candidate bring into perspective the challenges, 
successes and failures of different developmental 
experiences and to provide coaching, inspiration 
and leadership when needed. 

The senior advisor should certify on the IDP Form 
the date the candidate completed each planned de- 
velopmental activity and should evaluate the ex- 
tent to which objectives were achieved. Usually 
the words ‘Tully,” “Partially” or “Minimally” will 
suffice to indicate the candidate’s performance. If 
the objectives were not fully achieved, the candi- 
date and the senior advisor should discuss 
whether additional developmental activities should 
be planned. 


Conclusion 

While requirements will vary from agency to 
agency, all candidates should be prepared to sub- 
mit final written reports to their ERBs recounting 
and evaluating the total candidate program experi- 
ence. 

Candidates may wish to keep a running develop- 
mental diary that would be the basis for a written 
summary on completing each activity. The sum- 
maries could include specific competency enhance- 
ment objectives, how a target competency was 
strengthened or why a planned developmental ex- 
perience did not live up to expectations. Material 
from the candidate’s performance standards and 
appraisal during a long developmental assignment 
could be incorporated, or might substitute for a 
separate summary. 

For formal training, the summary might include an 
evaluation of the experience and the candidate’s 
opinion of the appropriateness of the training for 
Independent Study summaries 
should be developed in collaboration with the sen- 
ior advisor or other professional expert in the 
course of the study program. 


The summaries will be helpful in drafting the final 
written report to be submitted by the candidate to 
the ERB on completion of the IDR An added advan- 
tage is the summaries can serve as an early warn- 
ing to the candidate and the senior advisor that it 
may be desirable to revise developmental plans 
when assignments do not meet expectations. 

The final report should reflect how development 
experiences related to expectations, what new 
skills or knowledge were acquired and should in- 
clude observations on the effectiveness of the IDR 

The implementation process will conclude on sub- 
mission to the ERB of the IDP Form showing com- 
pletion of planned development activities, signed 
by the supervisor, executive development coordina- 
tor and senior advisor, together with the final re- 
port prepared by the candidate at the conclusion 
of the program. The ERB will review the candi- 
date s record of growth and accomplishments dur- 
ing the program and if satisfied that all activities 
were completed successfully, will recommend that 
the 0PM Qualifications Review Board certify the 
candidate’s executive qualifications for SES ap- 
pointment. On certification, the candidate becomes 
eligible for appointment to the SES without further 
competition for a five-year period. 


Oii6 fmsil jiot6 

Candidates will complete their programs with a sense 
of accomplishment and growth. They also will com- 
plete the program with a great sense of unfinished 
business, a regret that more could not be accomp- 
lished during the developmental program, a new 
awareness of areas in which further personal growth 
would be desirable and a broadened sense of the 
possibilites of program improvements and better 
management. 

Therefore, candidates should take time to begin 
thinking about developmental objectives for the 
next two years. They may set goals, look for activi- 
ties and start drafting new individual development 
plans. All SES members are required to plan fur- 
ther development on a regular basis. A graduating 
candidate who begins planning anew is another 
step along the way to becoming an effective senior 
executive who will make significant contributions 
to improved management of the Federal govern- 
ment during a long and satisfying career. 
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CHANGES IN EMPHASIS 


X A 


S, 


Executive Activity Areas 


Illustrative Examples 


Emphasis Changes From 
the Mid-Management 
to the Executive Level 


INTEGRATION OF INTERNAL 
AND EXTERNAL PROGRAM- 
POLICY ISSUES 

Seeing that key national and 
agencywide goals, priorities, 
values and other issues are con- 
sidered in making decisions 
about programmatic-technical 
work of the organizational unit 


Identifying and integrating key 
issues [e.g., political, economic, 
social, technological, organiza- 
tional, public interest, clientele 
preferences] within and outside 
of the agency, relevant to the 
work of the organizational unit 
Working with and through the 
national policy making- 
implementation structure and 
processes [e.g. Presidential lead- 
ership and political positions, 
0MB oversight-directives, legis- 
lative procedures-processes, ju- 
dicial review], and as relevant, 
other governmental jurisdictions 
and processes [e.g,. State and 
local, other nations, interna- 
tional organizations] 


• Increased interface with non- 
career executives 

• Greater emphasis on external 
issues and broad government 
processes 

• More concern with other 
agency programs and opera- 
tions 

• Increased involvement with 
budgets 

• Greater need to consider po- 
litical, economic and social 
conditions impacting the 
agency 


ORGANIZATIONAL 
REPRESENTATION AND 
LIAISON 

Focuses upon the external com- 
munications aspects of executive 
positions, serving as a key 
representative-spokesperson for 
the organizational unit and/or 
agency and interunit/ 
organization coordinator 


Representing and speaking for 
the organizational unit and its 
work [e.g., presenting, explain- 
ing, selling, defending, negotiat- 
ing] to persons and groups 
within and outside of the 
agency [e.g., agency heads and 
other political and career exec- 
utives, 0MB, Congressional 
members — staff, committees, 
the media, clientele groups, etc.] 


• Wider array of contacts, in- 
cluding higher level agency 
officials, clientele of the 
agency, members of Congress 
and congressional staff, the 
media, other agency execu- 
tives, international agency offi- 
cials, state and local repre- 
sentatives and public interest 
groups 
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Executive Activity Areas 


Illustrative Examples 


Establishing and maintaining 
working relationships with other 
agency units [e.g., other pro- 
gram areas and staff support 
functions] and external groups 
and organizations (e.g., other 
agencies and governments, Con- 
gress and clientele groups] 

Working in groups and teams, 
conducting briefings and other 
meetings 

Seeing that reports, memos and 
other documents reflect the po- 
sition and work of the organiza- 
tional unit 


Emphasis Changes From 
the Mid-Management 
to the Executive Level 


• More time spent in group set- 
tings 

• Greater emphasis in coordi- 
nating, integrating and repre- 
senting during such contacts 


DIRECTION AND GUIDANCE OF 
PROGRAMS, PROJECTS OR 
POLICY DEVELOPMENT 


ACQUISITION AND ADMINIS- 
TRATION OF FINANCIAL AND 

material resources 

Concerns activities and proce- 
dures related to obtaining and 
allocating the financial and ma- 
terial resources necessary to 
support the organizational unit 


Direction and guidance for: 

Planning processes and deci- 
sions; setting goals, objectives, 
and priorities; integrating short 
and longterm goals; identifying 
contingencies, strategies, re- 
sources needs 

Assessing program, policy, pro- 
ject feasibility 

Setting effectiveness, efficiency 
and productivity standards 

Organizational structure and 
work 


Managing the budgetary process 
justifying, operating through 
organizational and congressional 
procedures, administering 

Overseeing procurement- 
contracting procedures and 
processes 

Dire ctmg-coor dina ting logistical 
operations 


• Greater long range planning 

• Emphasis on general oversight 
and direction, rather than 
day-to-day operations 


• More policy and program for- 
niulation 

• Broader, longer term focus 

• More time on management 
issues than technical issues; 
technical/professional back- 
ground is important in the 
context of management deci- 
sions 


• Resources support a larger 
program and organization 

• Decisions have greater impact 
on the agency’s mission ac- 
complishment 

• More time spent justifying, 
defending and administering 
the budget 
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Executive Activity Areas 


Illustrative Examples 


Emphasis Changes From 
the Mid-Management 
to the Executive Level 


. UTILIZATION OF HUMAN 
RESOURCES 

Involves activities and processes 
for seeing that people are ap- 
propriately employed, dealt with 
fairly and equitably, and effec- 
tively and efficiently utilized 


REVIEW OF IMPLEMENTATION 
AND RESULTS 

The activities and procedures 
for seeing that programs and 
policies are being implemented 
as planned, and/or adjusted as 
necessary; and that the appro- 
priate results are being 
achieved 


Acquiring staff through appro- 
priate staffing processes — 
workforce planning, recruitment 
and selection, including affirma- 
tive action and EEO 

Delegating work among subordi- 
nate groups and individuals 

Conducting performance ap- 
praisals and providing appropri- 
ate rewards and/or disciplinary 
actions 

Assessing individual capabilities 
and needs and providing coach- 
ing, counseling, and career de- 
velopment opportunities 

Resolving conflicts and attending 
to morale and organizational 
climate issues 


Monitoring work status through 
formal and informal means 

Diagnosing and consulting on 
problem areas relating to imple- 
mentation and goal achievement 

Evaluating technical and non- 
technical program outcomes and 
impacts 

Assessing overall effectiveness, 
efficiency and productivity of 
the organizational unit 


• Greater coordination of group 
efforts, and less time spent on 
direct supervision, although it 
continues to be very important 

• Less time spent on personnel 
and development issues, al- 
though these continue to be 
important 


• Review is from, a broader 
perspective 

• Matters reviewed are broader 
in scope 

• Greater concern for impact, 
results 

• More concern for external 
issues and effects 

• Less emphasis on technical 
issues 
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Appendix B 


PRIVACY ACT STATEMENT 

Section 3396 of title 5. U.S. Code, requires the establishment of 
programs for development of candidates for SES appointments 
and thus authorizes solicitation of this information. The infor- 
mation will be primarily used in establishing an appropriate in- 
dividual development plan and in assessing your performance 
under that plan. The information may also be disclosed to 
other prospective employers or to quasi-judicial or judicial 
bodies in matters pending before such bodies. 

Solicitation of your Social Security Number (SSN), when re- 
quested, is authorized by Executive Order 9397, which permits 
the use of the SSN as an identifier in personnel information 
systems. Furnishing your SSN, or any other data sought, is vol- 
untary. However, failure to provide all requested information 
may result in an inaccurate assessment of your progress in a 
program and/or inaccurate evaluation of your executive qualifi- 
cations for appointment to the SES. 
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Appendix C 


Worksheet 

Instructions 

for 

Senior Executive Service Candidate 
Individual Development Planning 


The Worksheet supplements Individual Planning Guide for SES Candidates 
(XD-ll). It provides a structured framework for compiling and analyzing in- 
formation needed to select appropriate developmental activities for the final In- 
dividual Development Plan. 


Candidate's Name, Social Security Number, Business Address 
and Business Phone 


State type of work, level of responsibility and program 
preference(s) 


Line C Enter SES position or group of positions for which candidate 

is preparing 

COLUMN 1 Target position(s) competencies should be listed. Competen- 
cies are: Knowledge, Skills or Abilities required for target 
position(s) 


- review the enumerated SES activity area competencies 
characteristic of all SES positions. Modify as appropriate 
for target position(s) 

- add any agency-specified executive/managerial competen- 

Cl@S 


to positions(s) 





COLUMN 2 oompetodes ,e,»lr,d (or sallotaotory porform- 
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COLUMN 3 

COLUMN 4 

COLUMN 5 

COLUMN 6 

COLUMN 7 

COLUMN 8 

COLUMN 9 


SoniB required competencies are more significant. Rate im- 
portance of each on a scale of 1 (high] to 3 (low]. 

Candidates usually have some competency in most of the re- 
quired activities. Evaluate the degree of proficiency for each 
competency. Enter complete, partial, or minimal. Record 
position(s] held and dates when acquired. 

Review all Worksheet entries. Decide competencies to be 
strengthened. Record developmental objectives for these com- 
petencies. 

Record how each objective would be best accomplished: De- 
velopmental . Assignment (DA], Formal Training (T] or Inde- 
pendent Study (I). 

Enter activities scheduled for the agency SES candidate de- 
velopment group, placing them next to the appropriate com- 
petencies and/or objectives. Then, enter possible assign- 
ments, training courses and independent study costs that can 
help meet objectives. Review, rework and consolidate options 
as appropriate. 

Enter dates — if known — beside information recorded in 
Column 8. 

Evaluate Column 8 options vis a vis work schedule, relative 
person/agency benefits and other constraints. Now check ac- 
tivities to be entered on the formal agency IDP Form. 
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Column 1 


ACTIVITY AREAS and Competencies 

Integration of Internal and External 
Program Policy Issues 


responsiveness to general public and clientele 
groups 

up-to-date with relevant social^ political and 
economic developments 

- coordinating wth other parts of the agency and 
other agencies as relevant 

— understanding the role of political leadership in 
the Administration and Congress 


Organizational Representation and Liaison 

— representing and speaking for the organizational 
work unit 

- explaining, advocating, defending and negotiating 
to individuals and groups within and outside the 
agency 


Required 


establishing and maintaining working relationships 
with other agency units 
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Column 1 

Column 2 


1 

ACTIVITY AREAS and Competencies 

Required 

Importance 

Extent Acquired? How? 

Utlljaation of Human Resources 

— acquiring staff through appropriate processes 

— delegating work among subordinate groups, 
individuals 

— conducting performance appraisals and providing 
appropriate rewards and/or disciplinary actions 

— assessing Individual capabilities and needs, 
providing coaching, counseling and career 
development 

— resolving conflicts and attending to morale and 
organizational climate issues 

Review of Implementation and Results 

— monitoring work status through formal and 
informal means 

— diagnosing and consulting on problem areas relating 
to implementation, goal achievement 

evaluating technical and nontechnical program 
outcomes and impacts 

— assessing overall effectiveness, efficiency and 
productivity of the organizational unit 
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Agency: 


Dates of SES Candidate Program: 


Date Candidate Selected for Program: , 


Name of Candidate: 


Social Security Number: 


Current Position (title, series, grade, organizational location): 


Office Address: 


Home Address: 


Name of Senior Advisor: 


Title of Senior Advisor: 


Office Address:, 


Executive Resources Board Providing Oversight: 

Name and Title of Executive Resources Board Chairperson: 
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I DP Termination Actions 


Candidate Notified 
of Unsatisfactory 
Progress During 
Program 

Candidate Withdraws 
From the Program 

_ 


Other I DP Actions 


All I DP Activities 
Completed Successfully 

Qualifications Review 
Board Certification 
Requested 


All jDP Activities 
Completed, but 
Certification is not 
Requested 

- Letter to Candidate 
Stating Reasons 

“ Response Received 

- Letter and Response 
Forwarded to 0PM 










Date of Qualifications Review Board Certification: 

Placement After Completion of SES Candidate Program: 

Date Selected for SES Position: 

SES Position Title: 

Organizational Location: — 


SF 1390s Sent to 0PM 

Notice of Selection for SES Candidate Program: 

Notice of Withdrawal from Program: — 

Qualifications Review Board Certification Requested; 

Change of Address: .. — 

Promotion to GS 1 5: — — 

Permanent Change In Position During Program: 

Notice of Selection for SES Position: — 
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The Individual Development Planning (IDP) Worksheet for Senior Executive 
Service Candidates (Appendix C) should be completed prior to documenting 
the IDE The completed Plan should be submitted for formal approvals and 
may be used to record progress and any subsequent revisions that may be 
necessary. 

Line 1. Name of Candidate and Date the Plan is proposed 
Line 2. Target Position(s) 

Column 1. Enter Developmental Objectives Recorded on Worksheet [WS 
Column 5j. Care should be taken to match Objectives with Ex- 
ecutive Activity Area and Technical/Professional competencies 
[WS Column 1}. Number each objective. 

Column 2. Enter Developmental Activities from Worksheet [WS Column 7). 

Be specific. Indicate organization, host supervisor and length of 
assignment for Developmental Activities. Enter title, source, 
and location for Formal Training. List specific readings, 
planned conference discussions and professional expert who 
will advise candidate for Supervised Independent Study. 

Column 3. Scheduled dates for each activity. 

Column 4. Estimated direct costs to agency for each activity. Itemize tra- 
vel, per diem and other specific expense. 

Column 5. Enter date each activity is completed. 

Column 6. Senior Advisor should note and initial whether Objectives for 
each Activity were accomplished: Successfully, Partially or 
Minimally. 

Column 7. If evaluation in Column 7 is Partially or Minimally, note 
whether the IDP was revised. Record minor IDP changes which 
did not require formal revision of the IDE 


APPROVALS 

The appropriate responsible Agency officials should 
sign and date the IDP when it is approved. 
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SES CANDIDATE INDIVIDUAL DEVELOPMENT PLAN (IDP) 


aj 

B 

Name: 

Social Security Number: 


UJ 


Developmental Objective Developmental Activity 


EXECUTIVE/MANAGERIAL OBJECTIVES 

Integration of Internal and External 
Program Policy Issues 


Organizational Representation and Liaison 


Direction and Guidance of Programs, Projects 
or Policy Development 
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Schedule of Dates 

aJ 

Cost Estimates 

Date Completed 

aJ 

Evaluation 

T\ 

Remarks 
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SES CANDIDATE INDIVIDUAL DEVELOPMENT PLAN (IDPI-continued 


A 


Name: 


1 

2 

Developmental Objective 

Developmental Activity 

EXECUTIVE/MANAGERIAL OBJECTIVES 



Acquisition and Administration of Financial 
and Material Resources 


Utilization of Human Resources 


Review of Implementation and Results 
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jJ 

-5j 

6 

7 

Schedule of Dates 

Cost Estimates 

Date Completed 

Evaluation 

Remarks 


i 
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SES CANDIDATE INDIVIDUAL DEVELOPMENT PLAN (IDP)-continued 


A] 

Name: 
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Appendix E 


REVISIONS TO APPROVED INDIVIDUAL 
DEVELOPMENT PLANS 

Directions 


Major revisions to approved Individual Development Plans may be submitted 

for approvals on the IDP Revision Form as an addendum to the Plan. 

Block D Enter date of the original IDP and the date the revision is pro- 
posed. Circle the Number of the proposed revision on the IDP 
Revision Form. 

Column 7. Note tvhether the entry is an additional or revised objective 
and/or activity. State the reason for the change. If a revision, 
refer to the number of the objective and/or the activity on the 
original IDP which is being revised. 

Follow directions accompanying the basic IDP Form for entries. 

NOTE: The date of all IDP revisions should be recorded under "Remarks" 
on the basic IDP Form. 
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